Yoo 1 E6E LU Y BU 0 LTS Tastn TR
Department of Defense

INSTRUCTION

January 12, 1987
NUVBER 7710.3

w

ASD(C)
SUBJECT : Reporting of Personnel and Payro 11 Qutlays by Operating Location

References: (a) DoD Instruction 7710.3, subject as above, August 24, 1979

(hereby cancel ed)

(b) Defense Federal Acquisition Regulation Supplenment (DFARS) ,
Section 4.6, “Contract Reporting, " April 1984

(c) DoD Instruction 4105.1, “Reports on Defense Procurenment, ”
July 12, 1973

(d) DoD Directive 5000.19, “Policies for the Managenent and
Control of Information Requirenents, " March 12, 1976

(e) through {i) , see enclosure 1

A, REISSUANCE AND PURPOSE

This Instruction;

1. Reissues reference (a) to update policies and procedures and assign
responsibilities for requiring personnel and payroll outlays data for all
geographi c | ocations where DoD personnel are assigned.

2. Prescribes uniform procedures for DoD Conponehts to foll ow when
reporting the statistical information on active duty mlitary, civilian
employment, and DoD payroll outlays by location.

3. Provides procedures and uniformformat for submtting automated data.

B. APPLICABILITY AND SCOPE

This Instruction:

1. Applies to the Ofice of the Secretary of Defense (0SD) , the Mlitary
Departnments and their Reserve and National Guard conponents, the Inspector
General of the Department of Defense (1G DoD) , and the Defense Agencies
(hereafter referred to collectively as “DoD Conponents”). It shall not apply
to the National Security Agency (NSA) and the Defense Intelligence Agency
(DIA).

2. Enconpasses the reporting by geographic location of active duty mli-
tary and civilian personnel and the gross earning outlays from appropri ated
funds for mlitary and civilian enployees and mlitary retired pay.

3. Enconpasses the collecting of payroll outlays to provide information on
total DoD outlays by geographic location. Payroll outlay information is used
by OSD program and policy officials for assessing the econom c inpact of DoD
activities throughout the world. Additional DoD information collecting



efforts on outlays by geographic |ocation pertain to data on prine contract
awards and financially assisted grants. Prinme contract awards information is
collected under the Defense Federal Acquisition Regulation Supplenent (DFARS),
Section 4.6, (reference (b)), and reported under DoD Instruction 4105.1
(reference (c)). Gant data are obtained under a requirements menorandum

that shall be issued annually to affected DoD Conponents.

C. DEFIN TI ONS

The terns used in this Instruction are defined in enclosure 2.

D. POLIC ES

It is DoD policy that inplenenting and operating an automated system for
gathering and reporting personnel and payroll outlays data shall support DoD
functional requirenments and be consistent with autonation regulatory require-
nents.

E. RESPONSI BI LI Tl ES

1. The Director, Washington Headquarters Services (WHS), shall:

a. Admnister the information requirenents prescribed in section G,
bel ow, and provide relevant policy and technical guidance to DoD Conponents.

b. Annual |y consolidate DoD personnel and payroll outlays data and
provide information in a variety of formats to DoD program managers and, as
required, to the President, Congress, Federal Agencies; and the general public.

2. The Secretaries of the Mlitary Departnments and the Directors of the
Def ense Agencies (or their assigned reporting authority) shall:

a. Take action for developing, naintaining, and inproving an organi
zational capability for reporting actual information.

b. Ensure that the information requirements prescribed in section G,
bel ow, shall be met accurately and pronptly.

F.  PROCEDURES

1. Mlitary personnel information shall be reported only by the Mlitary
Departnments. CGvilian personnel information shall be reported by DoD Conpo-
nents or by assigned DoD reporting authority. The Directorate for Personne
and Security, WHS, shall submt a conbined report on civilians enployed by oD
Conponents for which this respective Directorate has been assigned respon-
sibility for personnel reporting.

2. Each DoD Conponent shall prepare one data record, including total num-
bers of active duty mlitary and direct hire civilian personnel and cunul ative
gross earnings data, for each worldw de operating |ocation where personnel are
enpl oyed.
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3. Actual versus estimated information is required for the four categories
of payroll outlays reported under this Instruction. Exceptions shall be
requested, justified, and approved in advance and only shall be considered, if
as follows:

a. Furnished data mninally are based on accunul ating quarterly
conput ed outl ays.

b. Estimates used involve applying reasonable statistical proration
techni ques of the accepted statistical practices.

c. Appropriate controls are applied ensuring that outlays are only
indicated in a city, installation, or county where an outlay occurred.

d.  Provided outlay data shall have been substantiated thoroughly and
shal | withstand future scrutiny by DoD and non-DoD of fices.

4, The source for civilian personnel data required for annual outlay
reporting shall be the Ofice of Managenent and Budget (OMB) ceiling enployment
for direct hire of U S citizens and foreign nationals as reported on line 29 of
SF 113-A, “Munthly Report of Federal G vilian Enploynment,” under DoD
Instruction 7730.18, reference (e).

5. The active duty mlitary personnel totals required for this report
shal | be consistent with the data submtted under DoD Instruction 7730.58
(reference (f)).

6. @Goss earning data, as defined in enclosure .2, shall be expressed in
t housands of dollars.

7. The operating location for reporting information on active duty mli-
tary personnel, civilian enployees, and Reserve and National Cuard personnel
shal | be where the duty is perforned excepting that in paragraphs E.7.a.
through E.7.f., below.  Qperating locations for the followi ng active duty
mlitary personnel categories are as follows:

a. Afloat. Information on Navy and Marine Corps personnel afloat or
temporarily shore-based shall be reported at their home port.

b. Tenporary Duty (either TDY or TAD).

(1) Individuals on tenporary duty for less than 30 days shall be
reported at their recorded duty station.

(2) Individuals on tenporary duty for a period of 30 days or-nore
shall be reported at their tenporary duty |ocation.

(3) Personnel assigned to rotational units where the unit is on
temporary duty for a period of 30 days or nore shall be reported at their
current operating location (tenporary duty |ocation).

c. Absent Wthout Leave (AWOL). Personnel on AWOL status shall be
reported at their recorded duty station.




d  Transients. Personnel in transit on Septenber 30 of the report
year to a new permanent duty station shall be reported in one data record. A
system oriented special data code of “98" should be used in the position for
State code. County and city codes should be left blank.

e. Patients. The operating location for patients shall be their
recorded duty station.

f. Prisoners. Mlitary prisoners shall be reported by their recorded
duty station.

8. The operating location for retired mlitary personnel shall be the
| ocation of the retired person.

9.  “Worldw de CGeographic Location Codes,” (reference (g)) shall be used
for identifying and coding each operating |ocation.

10.  Those operating locations in the Washington, D.C., netropolitan area,
as defined in enclosure 2, shall have an identifier in the data records in
encl osures 3 through 5.

11.  Nunbers of personnel afloat or tenporarily shore-based shall be
i ndi cated separately in enclosures 3 through 5.

12. The Departnents of the Arny and Air Force shall prepare separate data
records for civilian enploynment in civil functions as opposed to mlitary
functions.

13.  When a duty station (base and/or installation) overlaps two or nore
counties and is represented by two or nore geographic |ocation codes, personnel
nunmbers and outlays data shall be apportioned to the actual |ocation where
regular duty is perforned.

14, Personnel and payroll at |ocations overseas that are not near a coded
| ocation or are at a classified location may be reported at county 999 and city
9999 in the respective country.

15. Autonmated data in magnetic tape formare required for this report
along With a hard copy report (printout) of the data. \Wen facilities for
produci ng magnetic tapes are unavailable and the data quantity is small,
provi di ng data coded on 80 col um punched card transcript sheets shall be
acceptable, if requested and approved in advance. The input record format,
data preparation instructions, and input quality-control edit specifications
are contained in enclosures 3, 4, and 5, respectively. Special instructions
for submtting magnetic tapes and hard copy. reports are in enclosure 6.

G | NFORVATI ON REQUI RENENTS

1. Personnel Reporting. FEach DoD Conponent (or their assigned reporting
activity) shall annually submt a report, as of September 30 of the report
year, on the nunbers of active duty mlitary and direct hire civilian personnel
per operating location worldw de.

LS
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2. Qutlays Reporting. Each DoD Conponent (or assigned DoD reporting
authority) shall annually submt cunulative fiscal year reports, as of
Septenber 30 of the report year, on gross earnings data per operating |ocation
for the follow ng personnel categories:

a. Direct hire civilian enployees [includes National Guard civilian
technicians) .

b. Active duty mlitary personnel.
c. Reserve and National Guard mlitary personnel (conbined).
d Retired nilitary personnel and their beneficiaries.

3. Separate reports are required for Marine Corps personnel.

4, CGeographic locations to be reported shall cover all |ocations where
DoD personnel are assi gned worl dw de.

5. Reports shall be submtted annually, no later than 45 days after the
end of each fiscal year, to the follow ng:

Directorate for Information Qperations and Reports
Washi ngt on Headquarters Services

1215 Jefferson Davis H ghway, Suite 1204
Arlington, Virginia 22202-4302

6. The reporting requirenents prescribed in this.Instruction shall have
been assigned Report Control Symbol DD-COMP(A)1600. Additional information
requirements shall be devel oped and |icensed under DoD Directive 5000. 19
(reference (d)).

H  EFFECTI VE DATE AND | MPLENMENTATI ON

This Instruction is effective inmediately. Forward two copies of inple-
nmenting docunents to the Director, Wshington Headquarters Services, within 120

bt U0, Helis

Robert W Hel m
Assistant Secretary of Defense
(Conptroller)

-__T-l

Encl osures - 7

Ref er ences

Definitions

| nput Record For mat

Data Preparation Instructions

Input Quality Control Edit Specifications

Special Instructions for Submtting Magnetic”Tapes
and Hard Copy Reports

7. DoD Conponent and/or Conbi ned Conponent Codes
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Ref erences, continued

(e) DoD Instruction 7730.18, “Recurring Reports of Cvilian Enpl oynent and
PayrolI's,” February 7, 1979

(f) DoD Instruction 7730.58, “Reports on Personnel Distributions by Country
or Other Specific Location,” September 26, 1983

(g) “Worldw de Geographic Location Codes,’' GSA, April 1984, FSS Stock
Number 7610-926-9078

(h) OMB Grcular No. A-12, “Object Cdassification,” July 31, 1979

(i) DoD 5000.12-M “DoD Manual for Standard Data El ements,” October 1984
authorized by DoD Instruction 5000.12, April 27, 1965

1-1
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DEFI NI TI ONS

1. Guvilian Personnel. Direct "hire OMB ceiling enploynent that nust agree with
line 29 of SF 113-A, Mnthly Report of Federal G vilian Enployment.

2. Goss Earnings. Except for retired mlitary personnel conpensation, gross
earni ngs shall include gross conpensation for personnel services to the Govern-
ment and cash allowances for personnel benefits, as defined under Chject d ass
11 and 12 under OMB Gircular No. A-12 (reference (h)). Under this Instruction,
the empl oyer’s share of enployee benefits is excluded fromthe gross earnings
definition. Goss earnings for retired personnel is defined in Cbject O ass

13 under oMB Circular NO A-12 (reference (h)).

3. (Operating Location. Qperating location is defined as the |ocale (geographic
| ocation) where DoD mlitary or civilian enployees are |ocated for performng
duties. If the operating locationis a mlitary installation or activity
without a specific geographic code in the publication, ‘'Wrldw de GCeographic
Location Codes” (reference (g)), the geographic |ocation code for the nearest
city shall be applied. A mlitary installation or activity identified by a
geographic location code always shall be used for reporting DoD personnel by
operating location. Qperating location for retired mlitary personnel shal

be the location of the retired person.

4,  Recorded Duty Station. Actual physical |ocation where active duty mlitary
personnel perform duty on a permanent basis.

5. Tenporarily Shore-Based. Navy and Marine Corps mlitary personnel assigned
to afloat and Cobile units such as aircraft squadrons, construction battalions,
fleet and air command staffs, and are tenporarily based ashore for a period of
30 days or nore.

6. Washington, D.C., Metropolitan Area. The Standard Metropolitan Statistical
Area (SMSA) consists of the District of Colunbia; Mntgomery, Prince Georges,
Charles, Calvert, and Frederick counties in Maryland; and Al exandria, Fairfax,
Fal s Church, Manassas, and Manassas Park cities, and Arlington, Fairfax,
Loudoun, Stafford, and Prince WIIliam counties in Virginia.

2-1



| NPUT RECCORD FORMAT

DATA ELEMENT

Report Year

DoD Conmponents and/ or
Conbi ned Conponent s

(perating Location
State and/or Country
county
Gty

Washi ngton, D.C.,
Metropolitan Area Identifier

Civil Functions ldentifier

Active Duty MIlitary Personnel
Mlitary Ashore

Mlitary Afloat (for Navy and
Marine Corps only)

Mlitary Tenporarily Shore-
Based (for Navy and Marine
Corps only)

Direct Hre Cvilians
Active Duty Mlitary Pay’
Civilian Pay’

Reserve and4or Nat i onal
CGuard Pay

Retired Mlitary Pay’

Bl ank

1A = Al phabetic; N = Numeri c.

2Pay to be expressed in thousands of dollars.

TYPE
DATA

N

AN

=

Zz>

3-1

NUMBER
CHARACTERS

2
1

B oo PO

14
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PCSI TI ON

1-2

ceeH
= 00 O

13

14

15-
21-

21-

33-
39-
46-

53-
60-
67-

20
26

32

38
45
52

59
66
80



DATA ELEMENT POSI TION I NSTRUCTIONS (See note bel ow )

Di rect

Hre CGvilians 33- 38 Enter the total direct hire
civilian personnel at the
operating | ocation.

Active Duty Mlitary Pay 39-45 Enter the dollar anount of active

duty mlitary pay rounded to the
nearest thousand dollars. Dollar
anounts are cumul ative from

Cct ober 1 through the end of the
fiscal vyear.

G vilian Pay 46- 52 Enter the dollar anount of civilian

pay rounded to the nearest thousand
dollars. Dol lar anounts are cumnu-

| ative from Cctober 1 through the
end of the fiscal vyear.

Reserve and/ or Nati onal 53-59 Enter the dollar anount of Reserve
Quard Pay and/ or National Guard pay rounded

to the nearest thousand doll ars.
Dol | ar amounts are cumnul ative
from Cct ober 1 through the end
of the fiscal year.

Retired Mlitary Pay 60- 66 Enter the dollar anount of retired

Bl ank

pay rounded to the nearest thousand
dollars. “Dollar amunts are cumnu-

| ative from October 1 through the
end of the fiscal year.

67-80 Leave bl ank.

* |tens marked with an asterisk have been registered in the DoD Date El enent
Program

NOTE :

Nurmeric entries shall be right justified and shall be filled, as
necessary, with leading zeros. The entry shall not contain any
| mhedded bl anks or punctuation. Coding shall be indicated as in
the Instructions. Reference may be nmade to DoD 5000.12-M (reference

(g)) for standard el ements and codes.

4-2
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DATA PREPARATI ON | NSTRUCTI ONS

DATA ELENMENT

Report Year*

DoD Conponent and/ or Conbi ned
Conponent s*

Opersting Location
Stata ® rid/or Caountry*

Washington, D.C,
Area | dentifier*

Met ropol itan

G vil Functions Identifier*

Active Duty Military Personnel
Mlitary Ashore

Military Afloat

Military Temporarily
Shor e- Based

1-2

4-$

6-8

9-12

13

14

15-20

21-26

27-32

POSI TI ON

4-1

| NSTRUCTI ONS ( See aote on page 4-2. )

Enter two term nal
fiscal year.

digitsof t he

Sel ect code from enclosure 7.

Sel ect the propar state and/or
country code fromlocation code
publ i cation of Worldw de
CGeographi ¢ Location Codes
(reference (g)).

Sel ect the proper county code
from cthe | ocation code publica-
tion (reference (Q)).

Select the proper city code from
| ocation code publication
(reference (g) ).

Enter 1, if operating location

in the Washington, D.C., Metropo-
litan Area; otherwise, enter O

Enter “C’ for Cvil Functions;
ot herwi se | eave bl ank.

Ent er the total number of active
duty mlitary personnel who are
shore-based at the operating

| ocati on.

For Navy and Marine Corps only.
Ent er the nunber of active duty
military personnel e float wth
their honme port being the
operating |ocation.

For Navy and Marine Corps only.
Enter the nunber of active duty
military personnel temporarily
shore-based Wi t h t heir home port
being the operating |ocation.

I S

82
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| NPUT QUALI TY CONTROL EDI T SPECI FI CATI ONS

DATA ELENMENT POSI TI ON VALI D ENTRI ES

Report Year 1-2 Shall be term nal
digits for the fiscal
year of the report.

DoD Conponent and/ or 3 Shall be from enclosure 7.
Conbi ned Conponents

(perating Location
State and/or Country 4-5 Shal | be from | ocation code
publ i cation Worl dw de
Geographi ¢ Location Codes
(reference (g) ).

County 6- 8 Shal | be from | ocation code
publication (reference (g)).
Gty 9-12 Shal | be fromlocation code
publication (reference (g)).
Washington, D. C, 13 Shall be Oor 1.
Metropolitan Area
| dentifier
Civil Functions ldentifier 14 Must be “C’ or blank.

Active Duty Mlitary
Personnel Mlitary
Ashor e 15- 20 Arny, Air Force, Navy, and
Marine Corps may have bl ank
or entry. Shall be blank
for all other DoD Conponents.

Mlitary Afloat 21- 26 Navy and Marine Corps may
have blank or entry. Shall
be blank for all other DoD
Conponent s.

Mlitary Tenporarily
Shor ed- Based 27-32 Navy and Marine Corps may
have blank or entry. Shal l
be blank for all other DoD
Conponent s.

Direct Hre Cvilians 33-38 May have blank or entry for
al | DoD Conponents except
Marine Corps, which shall be
bl ank.

5-1



DATA ELEMENT POSI T1 ONS
Active Duty Mlitary Pay' 39- 45
Civilian Pay' 46-52

Reserve and/or National Guard Pay1 53-59

Retired Mlitary Pay1 60-66

Bl ank 67-80

1

Pay to be expressed in thousands of dollars.

5-2

VALI D ENTRI ES

Arny, Air Force, Navy, and
Marine Corps may have bl ank
or entry. Shall be blank for
all other DoD Conponents.

May have blank or entry from
al| DoD Conponents except
Marine Corps, which shal

be Dbl ank.

Arny, Air Force, Navy, and
Marine Corps may have bl ank
or entry. Shall be blank for
all other DoD Conponents.

Arny, Air Force, Navy and
Marine Corps may have blank
or entry. Shall be blank for
all other DoD Conponents.

Shall be blank.
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DOD COMPONENT ANDY OR COVBI NED COMPONENT CODES

A. Under DoD 5000. 12-M (reference (i) ) , Reference Number DE-NM the follow ng
codes shall be used for reporting information for the |isted DoD Conponents:

CODE DoD COVPONENT
A Department of the Arny
N Department of the Navy
F Departnent of the Air Force
M United States Marine Corps
K Def ense Conmuni cations Agency
R Def ense Contract Audit Agency
' Def ense Investigative Service
B Def ense Mappi ng Agency
H Def ense Nucl ear Agency
S Def ense Logi stics Agency
u Inspector General, DoD
Z DoD Dependents School s
W Uni fornmed Services University of

the Health Sciences

B. The follow ng systemoriented special data code shall be used for reporting
total data for the conmbined |isted DoD Conponents:

CODE COVBI NED DoD COVPONENTS

1 CSD, QJCS, and related DoD
Organi zations that WHS shal
have been assigned reporting
responsibility.

/-1



